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*Staff should review all parked tasks the first thing each morning to ascertain if any may
be completed.

1.0 Phone Interview Pending for <Client Name> <RID>

When the application/redetermination involves food stamps, the phone interview will be
ajoint process. The Eligibility Specialist will initiate the phone call to the client during
the designated time block. At the end of the data gathering portion, an attempt will be
made to transfer the call to a State Eligibility Consultant to complete the certification
portion. ACS will,

v' Completea“Warm Transfer” (speak directly with an SEC) and give the
applicant’s name/I CES case number. The SEC will search the WFMS to find the
applicant/recipient’ s Case Home Page.

v' Completea“Cold Transfer” (the applicant is placed on hold to await an SEC)
which will require the SEC to speak with the applicant/recipient and acquire
sufficient information to search the WFMS to find the applicant/recipient’s Case
Home Page.

Step Phone Interview Pending for <Client Name> <RID>

1 Under Search For from the User Home page click on the Case link which will display

the Search Case page.

Process Request for Services Case
Apply Mow Person
Create spplication Case Docurment
Create User Defined Task Task
Change Password sar

PR—




Step

Phone Interview Pending for <Client Name> <RID>

2. Enter available identifying information regarding the application or case in the search
fields.
E Family and Social
Services Administratuon
Search Case Help |
Search Criteria
Numbaesr? | | T}rgiﬁ Referenise?
SSN; | | wesr: [ ]
DoB .
(rmirn Al ) | 0
Address Linel: | | Aclljzggs I:I County!
[ Search | [ Reset |[ Cancel |
Search Results
Case Mame 55N Case Type Case Reference Date Created Status
Click on Search button after entering information regarding the case.
3. A successful Case Search will display case information in Search Results such as the

Case Name, Date of Birth, SSN, Case Type, Case Reference Number(WFMYS), ICES
Case Number, Date Created (in WFMS) and the status of the case that match the search
fields compl eted.

Search Case Help |

Search Criteria

ICES/Curam || | vl

Case Case Type:

Murnber:
SSM: I

{Don't enter ICES BIE:

dashes)
First; Iappl\; Middle/MI: I Last; Ian
nle]=H

(ddfmmdyyyy) |

Address I Address I T I vl
Linel: Linez; ¥
City: | State: | j Zip Code: |

[ search ][ Reset |[ Cancel |

Search Results (Number of Items: 5)

Case Matme SSH ICES RID Date of Birth Case Type ICES/Curarm Case Mumber Date Created Status
APPLY WO 314-21-3131 200017541099 1/1/1970 Application 9000036352 1/23/2008 Qpen
apply now 1/1/1970 Screening 9000036347 1/23/2008 Open
apply now 314-21-3131 200017541099 1/1/1970 Application 9000040533 2/15/2008 Open




Step

Phone Interview Pending for <Client Name> <RID>

More than one Case Type may display for each case reflecting the stage of processing
of the WFMS case. The Phone Interview Pending task should be generated from the
Sandard Case. Case actions such as creating correspondence or generating tasks
should be done from the Sandard Case unless the WFM S case will remain an
Application Case.

Search Case [ Help |

Search Criteria
ICES/Curam || I vl

Case Case Type:
Nurnber:
SSM: I I
{Don't enter ICES EID:
dashes)
First: |appl\; Middle/ ML | Last; |n0w
DOR; i
tddfmmdyyvyd I
Address I Address I o I vI
Linel: Linez; 2
City: I State: I j Zip Code: I

[ search | [ Reset |[( Cancel |

Search Results {(Number of Items: 5)

Case Mame SSH ICES RID Date of Birth Case Type ICES/Curam Case Number Date Created Status
APPLY WO 314-21-3131 200017541099 1,/1/1970 Application 9000036352 1/23/2008 Open
apply now 1/1/1970 Screening 9000036347 1/23/2008 Qpen
apply now 314-21-3131 200017541099 1/1/1970 Application 9000040833 2/15/2008 Open

Click on the Case Name link that you want to view. The Case Home page displays to
access the | CES case number.




Step

Phone Interview Pending for <Client Name> <RID>

Fle Edit Wisw Favortgs  Toolks  Help |r#

@Back - O - D ) sarch *Favor\tes @ @v ,.\,_; W - \_J ﬁ % ‘3

Address @ https:/js990atap01.iem. loc 3JHCSSApplicationfen_US{TaskManagement _taskHamePage. do?taskiD=9000062983%__rdrpu=EMStandard_listTaskPage. do%3Fcaselnr ¥ | Go | Links *

Close Task Forward Task Un-Park
Park Task Un-Reserve
Subject

1082 - Phone Interview Pending for APPLY NOW

Task ID; 3000062983 Status; Unreserved

Prigrity: High Deadline: 1/28/2008 18:32
Reserved By Last Assigned: 1/28/2008 14:32
Time Worked: 00:00 Park Deadline:

Primary Action Supporting Information

Case Home Page
Office Location

Task Instructions

Call has been transferred from ACS staff. Access Client Homepage to obtain pending application infarmation, review
pending notice, complete the certificaton interview and send pending notice, Update ICES to indicate interview was
completed and close task.

=l
|&] pone ,_,_,_,_E D Internet
tﬂstart| {21) 16M Rational Partfalia Ma. ., | £ FS5h - WEMS Task Ho... 8] Work Instructions - SEC .., | Oy A @ )\ =11 Pm

After locating the applicant’ s/recipient’s information in WFM S you would review
WFMS case information such as Documents, Notes, and Tasks.

From the Case Home Page, click Documents from the Left Navigation. Review all
supporting documents, if any, submitted along with the application.

The WFM S will navigate to the Documents Page.

From the Documents page click view to see the document’ s details or click on
Document Name to view the document.




Step

Phone Interview Pending for <Client Name> <RID>

Fle Edt View Favorbes Tools  Help |a’

Q- O - 11 (2] ] rown Srrwne @3- L w1 - JH BB

Address @ hitps: {js390atapn1.iem. Incali11213/HCSSApplicationjen_US{EMStandardCaseDocument _istTndesedDor mentsPage. do?caseli=3000371983%_pdrpu=EMstandard_home ¥ | Go | Links *

Documents: SAHANA SMITH - 3000371983

Help |

[ Search Non-Indexed Documents | [ Attach Document | [ Delink & Search Case | [ Delink & Search Person | [ Delink )

To view additional document detail or Edit the document detail, click on the Yiew or Edit link.

To Delink documments from this list and Attach the documents to another case or person, check the appropriate box
(es); then select the Delink 8 Search Case or Delink & Search Person button.

To Delink the documents only, select Delink.

Note: To select All documents in this list, check the top box (next to Action).

; : . Document = o Related Case
DOCUMENE T¥ne Llient EBeceipt Date
2 Action Document Type e Client Receipt Date  Status o
O Correspondence M View|Edit Sl Lendierd e 10/9/2007  Received 3000371983
O N Expenses Statement SMITH
otes |
. = Policy
I view|Edit I S e [ 10/9/2007 Received 3000371963
Forms SMITH
Request
Application and  Report Of CAHAMNA
O Wiew | Edit Redetermination Change SMITH 10/9/2007 Received 3000371983

Forms

Englih

[Search Non-Indexed Documents | [ Attach Document | [ Delink & Search Case | [ Delink & Search Person | [ Delink_|

recent items

=l

mstartl__Q.-IBM Rational Portfolio Ma... I & FS5A - WFMS Docume... 1] work Instructions - SEC .., I & Fs5A - WFMS F35A Supe...l

-
GHNYMGE s

Within the View Document Details screen click the document name hyperlink to view
the document itself, take appropriate action in ICES.




Phone Interview Pending for <Client Name> <RID>

Details APPLY ND 000095808 050 ernet Explorer provided b . ate of Indiana mE R

Fle Edit Wisw Favortes Tools  Help |ﬁ’

QO K& B Dwee oo @ 2 - JE DB

Address @ hitps: {js390atapn1.iem. Incali11213/HCSSApplicationfen_US{EMStandardCaseDocument_viewAttachmentPage. do?concernRoleID=300266254 R ammunication]D=9002725 ¥ | Go | Links *

wiew attachment Details APPLY NOW - 2000095808 Help |

Document Type: Eligibility Support Documents
Interactive SEC Interview
Guide

APPLY NOW

Document Name:

INTERACTIVE SEC
INTERVIEW GUIDE doc

Client/Case Name: Attachment Mame:

Delivery Method:  Attached File Dats:
Language: English ‘Status: Received
Attachment Comments
Camments:

[__Edit ) [ Delink & Search Case | (Delink & Search Persen | [ Delink | [ Close |

=l
|&] pone ,_,_,_,_E D Internet
ﬂstartl {200 18M Rational Partfalia Ma. ., I £ FS5A - WEMS View Att... 8] Work Instructions - SEC .., | Oz A=) @ )\ =15 pm

Click on close. The WFM S will navigate back to the Documents Page.

Search for any tasks related to the application that may be outstanding. From the
Documents Home page click on Tasks from the Left Navigation.




Step

Phone Interview Pending for <Client Name> <RID>

navigation

© Home

O Applications

O Documents

O Members

O aAddresses

O Phone Mumbers

QO Pending Yerification
Checklist

QO Data Collection
Checklist

QO Second Party Review

Checklist
QO Change Checklist

O solicited Documents
Requests

QO Correspondence

O Motes

O AssetfTrust Review
O Benefit Recovery

O Tasks

10.

The WFM S will navigate to the Tasks page. Take note of any outstanding tasks that
may need to be addressed. Click on the Phone I nterview Pending for <Client Name>
<RID> task ID.




Step

Phone Interview Pending for <Client Name> <RID>

808 0s0 plorer provided b of Ind IREIE
Fle Edt View Favorbes Tools  Help | #
Qo - © - 1 (8 ()] Lo Jyroons @] 2 3 - A DB
F\ddress@https:,l’,isggﬂatapﬂl.\em‘lncalz11213J‘HCSSAplecatmn,l’en_US,l’EMStandard_llstTaskPaga‘dn?caseID=QDD2662691&_nSrpu:EMStandard_hﬂmePage.dn‘“/oSFcaseID“p’DSDQEIDZ £ 6o | Links >
A 0 ity
g A '
Tasks: APPLY NOW - 2000095808
©Q Documents
O Members [Create Task | [ Close Selected Tasks |
O Addresses
Aiphone HumbErs L] Task ID Subject Priority Status ;tiSlE_l’\ﬂid Deadline
O Pending Yerification 10B2 - Fhone Interview Pending 1/28/2008
Checklist SUOODEZDB o wppLY NOW P hen 18:32
© Data Collection
Checklist T @ 02000082924 AM callback Medium Parked dcfssasec 12?3’;2008
O second Party Review . ég S
G [ @ 9000082385 &AM callback Mediurn Parked crosbyd lé‘Dé
Alert Number: 646, EMPLOYMENT
[ 9000070014 o~ sk JENDED - AEIEL Madium Closed
1036 - State Review and
O Notes [ e ooooozides Eligibility Detertnination - ADCR High parked dite ns 2/20,/2008
O Asset/Trust Review igi‘ FS #01, Ma C #01, Ma X 18:00
O Benefit Recovery -
O Tasks N @ 92000079129 test Medium Parked dcfssasec
[ 0000089325 phone interview incomplete Medium Cpen
(Create Task ] [ Close Selected Tasks |
recent items
|&] pone ,_,_,_,_E D Internet

_QStartl__@.-[BM Rational Partfolic Ma,.. I £ FS5A - WEMS Tasks: ... 5] Work Instructions - SEC .., |

B HRg e M@ s2m

11.

View the Primary Action and Task Instructions, on the Task Home page.




Step

Phone Interview Pending for <Client Name> <RID>

Fle Edit Wisw Favortes Tools  Help |#

@Back - @ - D @ ih|.}:)saarch ‘i\‘\r‘Favor\tes @ @v "\‘_:\\F W - LJ ﬁ % ﬂ

Address @ hitps: {js390atapn1.iem. Incali11213/HCSSApplicationfen_US{TaskManagement _taskHamePage. do?taskiD=S000062983%_rdrpu=EMStandard_listTaskPage. do%s3Fcaseln ¥ | Go | Links *

E A : 0

& LY )
ask Home Help |
Close Task Forward Task Un-Park
Park Task Un-Reserve

Subject

1082 - Phone Interview Pending for APPLY NOW

Task ID; 3000062983 Status; Unreserved

Prigrity: High Deadline: 1/28/2008 18:32
Reserved By Last Assigned: 1/28/2008 14:32
Time Worked: 00:00 Park Deadline:

Primary Action Supporting Information

Case Home Page
Office Location

Task Instructions

Call has been transferred from ACS staff. Access Client Homepage to obtain pending application infarmation, review
pending notice, complete the certificaton interview and send pending notice, Update ICES to indicate interview was
completed and close task.

=l
|&] pone ,_,_,_,_E D Internet
tﬂstart| {21) 16M Rational Partfalia Ma. ., | £ FS5h - WEMS Task Ho... 8] Work Instructions - SEC .., | Doy Aym) @ i@ :11m

Navigate back to the Case Home page by clicking on Case Home Page under
Supporting I nformation.

12.

Go to the application/case in ICES to complete the certification interview with the
applicant/recipient.

The SEC will:
v’ review the budget results,
v’ advise the applicant/recipient of their Rights and Responsibilities, and
v document in CLRC the individual with whom the interview was completed.
v' complete the Interactive SEC Interview Guide and attach it to documentsin the
application/case in WFMS.
REFER TO CREATING AN ATTACHMENT FROM THE FILE SERVER
WORK INSTRUCTIONS
Volume 7 Section 3.11.3.12, Steps 1 - 12

13.

TO MODIFY THE PENDING VERIFICATION CHECKLIST:

10




Step

Phone Interview Pending for <Client Name> <RID>

0 000095808 (messages prese 050 ernet Explorer provided b ==l x|

Fle Edt Wiew Favorbes Tools  Help | "J'

@Back - J = d @ ;] | /:3Saarch \;\\'f Favarites @j ’v ».;', ﬂ T _‘ ﬂ % :'%

Address |ﬁj hitps: {js390atapn1.iem. Incali11213/HCSSApplicationfen_US{EMStandard_cherkistPendingiiswPage.dn?caselD=3002662691 Btype=PENDRid=NBnext=5_aarpu=EMstanc | Go

O Pending Verifications Checklist: APPLY NOW - 2000095808

@ The nldest checklist is heing displayed

Read Previous Checklist Read Cutrent Checklist

Ghecklist Details

Type: Pending verification Checklist Status: In Progress
Checklist: 1 of 1 In Progress/Completed: 1 {1)/0

Checklist Items

Required Checklist Item Clients

Age
Us Citizenship

Imrnigration Status

Social Security Number
Residence / Shelter Expense
Utility Expense

Relationship

Identity

Bank accounts / Financial Holdings

vehicles

i e [ e e e |

Real Property / Life Interest =l
|&] pone ,_,_,_,_E D Internet
ﬁEPStartl {21) 16M Rational Partfalia Ma. ., | &1FSSA - WEMS Pending... ] wark Instructions - SEC .., | \'E‘; Ty Ay O [M]{E 5:24 P

The Pending Verification Checklist is completed during the data gathering interview, if
outstanding items are identified. After reviewing the case, if missing or incomplete
information isidentified on AEPND in ICES, review the Pending Verification
Checklist located in the WFMS case and modify, if necessary.
Note: The most current Pending Verification checklist will auto populate the FI 2032.
e From the Case Home Page Click on Pending Verification Checklist in Left
Navigation.

WFMS will navigate to Pending Verification Checklist..

Click on Edit at the bottom of the Current Checklist.
e The Current Checklist will display
e Click on any item(s) that are needed to add or remove.

e Select therequired item(s) and the individual(s) required to provide the
information. Note: Ctrl Click if the same verification(s) are needed from
multiple AG members, hold down the ctrl (Control) button on your keyboard
and left click on the name(s) of everyone for whom the verification(s) are
required. Y ou may also use the same process (ctrl button/ left click on the
name) to de-select an individual whose name has been highlighted in error.




Step Phone I nterview Pending for <Client Name> <RID>
e Click Save.
14. | Click on Correspondence in Left Navigation to generate the FI 2032 and any additional

forms. The most current Pending V erification checklist will auto populate the FI 2032.

Take special care to verify that the deadline date is correct on the Create

Correspondence Details page.

Refer to (INSERT HYPERLINK) SEND NOTICE WORK INSTRUCTIONSIN

VOLUME 7 COMMON PROCESSES — Section 3.11.4 - TO:

e VIEW CORRESPONDENCE HISTORY IN WFMS Section 3.11.4.7 (INSERT

HYPERLINK) to view an FI-2032 created by Non-state Coalition staff.

e CREATE CORRESPONDENCE IN WFMS Section 3.11.4.3 (INSERT
HYPERLINK) to create the FI-2032, if necessary.

e EDIT CORRESPONDENCE IN THE WFMS Section 3.11.4.8 (INSERT
HYPERLINK) to edit/modify the deadline date of an FI-2032 created by Non-

state Coalition staff, if necessary.

e DELETE CORRESPONDENCE IN THE WFMS Section 3.11.4.9 (INSERT
HYPERLINK) to delete an FI 2032 created by Non-state Coalition staff, if

necessary.

Note: Thefirst screen of Create Correspondence will allow the user to enter an
additional address for third party correspondence or an alternative mailing address if
the WFM S mailing addressis not current. Refer to ICES for current mailing address.

12




Step

Phone I nterview Pending for <Client Name> <RID>

CorrespondenceDetails - Addressee

Addresses Type: !Third Party :_]

If Address Type is Participant, select the Member Name

Addressee Mame: ! 'I

If Address Type is Third Party or Authorized Representative

Addressee Mame: |

Enter Address Details for Third Party or Authorized Representative. Information is optional for Pa

Address Line 1. I

Address Line 2;

|

city: |

State: | &
|

Zip:

Select The Participant This Correspondence Is In Regards To

—— =
Merber Mame! |LAURA BUSH | =]

[ Save ][ cancel |

15.

If al verifications are complete authorize the application/redetermination.

16.

Document in CLRC the action taken.

16.

Make sure the applicant has been logged in on screen CSODA by entering an “X” in
the"S’ (select) field.

17.

Go to CSOUU to enter the worker ID of the interviewer.

18.

The worker will need to note client as being seen by the entry of “Y” on CSOWL
500 CLIENT SCHEDULING ]
TING LIST

WORKER ID: 971CAR MAME : JOAN

I
SN TIME M AC
i BI® W @l

19.

Remember to close any other tasks enacted upon.

REFER TO CLOSING A TASK WORK INSTRUCTIONS
Volume 7 Common Processes — Section 3.11.1.13

13




2.0 State Review and Eligibility Deter mination (Room and Board Assistance)

Step State Review and Eligibility Deter mination (Room and Board Assistance)

1 From the User Home Page, under the My Tasks cluster, view the Task Subject and
click on the Task ID.
1036 - State Review and Eligibility

9000071428 APPLY WOYW — Determination - ADCR #01, FS #01, MA C  Parked High
#01, Ma ¥ #01

2/20/2008
18:00

The WFM S will navigate to the Task Home.

2. View the Primary Action and Task Instructions on the Task Home page.

Primary Action

Task Instructions

Task Instructions; Review the action, and authorize the case or return the caseto ACS
for clarification/correction.

3. Click on Application or Case Home link under Supporting Information.

Supporting Information

[Case Home Page j

The WFM S will navigate to the Application or Case Page.

4. Review WFMS Case Notes by clicking on Notes from the Left Navigation.

14




Step

State Review and Eligibility Determination (Room and Board Assistance)

The WFM S will navigate to the Notes Page.

Click on View to view the notes.

Click on Home on the Left Navigation to return to the Application or Case Home page.

From the Application or Case Home Page, click Documents from the Left Navigation.

The WFM S will navigate to the Documents Page.

From the Documents page click view to see the document’ s details.

a FSSA - WFMS Documents: SAHANA SMITH - 3000371983 - Microsoft Internet Explorer provided by FSSA - State of Indiana = [ﬂ
File Edit View Favortes Tools Help | .a’

Qe - ) - =] [2] 1‘{h|):35earch 5/ Favarkes -@‘ - & AR < B 8 4

0037 19838__03r|

Documents: SAHANA SMITH - 3000371983 Help |

[Search Non-Indexed Documents | [ Attach Document | [ Delink & Search Case | [ Delink & Search Person | [ Delink_|

© Documents

9 e To Yiew additional document detail or Edit the document detail, click on the Yiew or Edit link,
O Add :
O Phone Numbers To Delink documents from this list and Attach the documents to another case or person, check the appropriate box
© Pendin rification (es); then select the Delink 8 Search Case or Delink & Search Person button.
Checklist -

To Delink the documents only, select Delink.
Mote: To select all documents in this list, check the top box {next to Action).

Document Related Case

Action Document Type == Client Receipt Date  Status
ame pis]
3 2 Shelter Landlord SaHANA -
Wiewe | Edit e Ciateroat MITH 10/9/2007 Received 3000371983
: Policy
I yiew|Edit Policy Support  1iorpretation S2HANA 10/9/2007  Received 2000371993
Forms SMITH
Request e
application and  Report Of CAHANA
|m| Wiew | Edit Redetermination Change SMITH 10/9/2007 Received 20003719383
Farms English e

[ Search Non-Indexed Documents | [ Attach Document | [ Delink & Search Case | [ Delink & Search Person | [ Delink |

recent items

H
|@ Done lililililg # Internet
4 start| () B Rational Pertfalio Ma... | [ &7 Foa - WFMS Docume... 1] work Instructions - SEC ... | €] Fa5A - wivs Fasa supe...| LML R

Within the View Document Details screen click the document name hyperlink to view

15




Step

State Review and Eligibility Determination (Room and Board Assistance)

the application, BAIS 0005B (Assistance to Residents in County Homes/Room and
Board Assistance Budget and Recommendation) W-9 and all supporting
documentation. *For redeterminations view the current BAIS 0005B only..

a FSSA - WFMS Yiew Attachment Details APPLY NOW - 2000095808 - Microsoft Internet Explorer provided by FSSA - State of Indiana ) |1|

Fle Edt View Favorbes Tools  Help |.-"

eBack = \Q = @ @ ,_h | /':)Saarch \;\\?Favor\tes @‘ [‘—}" :;« ] - J ﬁ % ‘3

Document Type: Eligibility Support Documents
Interactive SEC Interview
Guide

APPLY NOW

Document Name:

INTERACTIVE SEC
INTERVIEW GUIDE doc

Clignt/Case Name: Attachment Name:

Delivery Method:  Attached File Date:
Language: English Status: Received

Attachment Comments

Comments:

[__Edit ) [ Delink & Search Case | (Delink & Search Persen | [ Delink | [ Close |

H
|&] pone ,_,_,_,_E D Internet
sttart| IBM Rational Portfalio Ma... | £ FS5A - WEMS View Att... 8] Work Instructions - SEC .., | \E‘] Ty A=) O @ si1e P

Clicking on Close will take the user back to the Documents page.

10.

Review the budget recommendation BAIS 0005B (Assistance to Residents in County
Homes/Room and Board Assistance Budget and Recommendation) for accuracy. If
accurate, Save a copy of the BAIS 0005B to your desktop. The SEC will then modify
the saved BAIS 0005B by typing their name in the caseworker signature field followed
by their position title of “SEC” and entering the date in the date field to authorize the
recommendation if accurate.

REFER TO CREATING AN ATTACHMENT FROM THE FILE SERVER WORK
INSTRUCTIONS Volume 7 Section 3.11.3.12, Steps 1 - 12 to reattach the modified
BAIS 0005B from their desktop to the Casein WFMS.

If the action isincorrect, go to Step 14 to return the case to ACS.

11.

SEC will review for accuracy and save a copy of the following documents, to their
desktops; the W-9 and application. * For redeterminations this Step is not applicable.

16




Step State Review and Eligibility Deter mination (Room and Board Assistance)

12. | SEC will document action in WFMS Case Notes.

13. | SEC will send the RBA application, BAIS 0005B and W-9 from their desktop via
email to FSSA.RCAP@fssa.IN.gov. Subject line of the email should be, “RBA
Application Packet.” *For redeterminations the SEC will send the BAIS0005B via
email to FSSA.RCAP@fssa.IN.gov. Subject line of the email should be “ RBA
Redetermination” .

14. Returning casesto ACS
» Document the reason in WFM S Case Notes.

» From the Case Home page click Tasks from the Left Navigation

» Click Create Task. The WFM S will navigate to the Select Task Type Page.

» Using the drop down under the Task Details cluster, select Returned by State as the
Task Type. Click Save. The WFM S will create the task and navigate back to the
Tasks Page.

15. Click Home in the upper right corner.

1

The WFM S will navigate to the User Home Page.

16. | Click onthe Task ID for the State Review and Eligibility Determination task with an
Open Status.

The WFM S will navigate to the Task Home.

17. | Click on Close Task on Task Home page.

17




Step

State Review and Eligibility Determination (Room and Board Assistance)

Fle Edt View Favorbes Tools  Help |a’
OO @ B Do fyrene @ 2L 4- A DB
Address I@ http:

fi5990atsp01.iem. local: 11213/HCSSApplicationfen_US/TaskManagement_taskHomePage . do?taskll

00007142688 _o3rp

55a4_User_homePage.do

Task Home Help |

Close Task Forward Task Un-Park
Park Task Un-Reserve

1036 - State Review and Eligibility Determination - ADCR #01, FS #01, MaA C #01, MA ¥ #01

oetaits |
recent items E Task ID; 9000071428 Status Parked

- Priority:  High Deadling; 2/20/2008 18:00

Reserved By: Deb Crosby Last Assigned: =2/23/2008 10:01

Time Worked: 00:00 Park Deadline;  2/23/2008 03: 15

Primary Action Supporting Information

Case Home Page

Task Instructions

Review the action, and authorize the case or return the case to ACS for clarification/correction.
Task parked.

=l

e e |

ﬁstart|__®.-rBM Rational Partfolio .., ||@ FSSA - WFMS Task H... 9] Work Instructions - SE.., | ] F55 - WRMS FS58 5u.,. |__W untttled - Pairk | Oa %y A=) @5 |8 o:30PM

18




3.0 State Review and Eligibility Deter mination (Assistance to Residents of County
Homes

Step State Review and Eligibility Deter mination (Assistance to Residents of County
Homes)

1 From the User Home Page, under the My Tasks cluster, view the Task Subject and
click on the Task ID.
1036 - State Review and Eligibility

9000071428 APPLY WOYW — Determination - ADCR #01, FS #01, MA C  Parked High
#01, Ma ¥ #01

2/20/2008
18:00

The WFM S will navigate to the Task Home.

2. View the Primary Action and Task Instructions on the Task Home page.

Task Instructions

Task Instructions; Review the action, and authorize the case or return the caseto ACS
for clarification/correction.

3. Click on Application Page link under Supporting | nformation.

Supporting Information

[Case Home Page j

The WFM S will navigate to the Application Page.

4. Review WFMS Case Notes by clicking on Notes from the Left Navigation.

19




Step

State Review and Eligibility Deter mination (Assistance to Residents of County
Homes)

l‘:i Expenses

O Notes
O Communications

The WFM S will navigate to the Notes Page.

Click on View to view the notes.

Click on Home on the Left Navigation to return to the Application Home page.

From the Application Home Page, click Documents from the Left Navigation.

navigation

The WFM S will navigate to the Documents Page.

From the Documents page click view to see the document’ s details.

FSSA - WFMS Documents: SAHANA SMITH - 3000371983 - Microsoft Internet Explorer provided by FS5A - State of Indiana = g [l('I
Fle Edt View Favorbes Tools  Help | #

Q- © - xl @) (o] Dwew S @ (3 i - A DB

Address @ https:,l’,isggﬂatapﬂl.\em‘lntalz1121BJ‘HC5SApphcatmn,l’en_IJS,l’EMStandardCaseDncument_I\stIndExedDﬂcumEntsPege.dﬂkaselD:SDUDS?l983&_nSrpu:EMStandard_hnmej Go | Links *

h
navigation Documents: SAHANA SMITH - 3000371983 Help

[ Search Non-Indexed Documents | [ Attach Document | [ Delink & Search Case | [ Delink & Search Person | [ Delink )

70 Documents

o "'e"'!h"‘ To view additional document detail or Edit the document detail, click on the Yiew or Edit link.
O Addresses
O Phone Numbers To Delink documments from this list and Attach the documents to another case or person, check the appropriate box
O Pending Verification (es); then select the Delink 8 Search Case or Delink & Search Person button,
Checklist
O Data Collection To Delink the documents only, select Delink.
Checklist
o EE:?:]I::I ';‘?r.t" Revion Mote: To select All documents in this list, check the top box {next to Action).
O change Ehecklist PR Related Casy
e LT . : . Documen . : ela Case
: | ent Document Type Name Receipt Date  Status
O ;_g icited Documents | Action Document 2 e Client Receipt Date Status D
O Correspondence 0 View | Edit chelten Lt SaHANA 10/9/2007 Received 3000371933
O N Expenses Statement SMITH
otes |
e agt = Polic
Asset/Trust Rev B
g. ss:“f_f't s heyice r view|Edit Eﬁ'r';"; SuppOrt e rpretation w 10/9/2007  Received 3000371983
Bene | . Recavery Request =20 TR
QiTasks. Application and  Report Of SAHANA
O Wiew | Edit Redetermination Change SMITH 10/9/2007 Received 3000371983

Forms English
[Search Non-Indexed Documents | [ Attach Document | [ Delink & Search Case | [ Delink & Search Person | [ Delink_|

recent items

=l
Done ,_,_,_,_E D Internet
_QStartl__@.-IBM Rational Portfolio Ma. . I £ FS5h - WEMS Docume... 8] Work Instructions - SEC .., I & FS5A - WAMS FS5A Supe...l Oa oy A=) @5 |8 o:10rm
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Step

State Review and Eligibility Deter mination (Assistance to Residents of County
Homes)

Within the View Document Details screen click the document name hyperlink to view
the application, BAIS 0005B (Assistance to Residents in County Homes/Room and
Board Assistance Budget and Recommendation), W-9 and all supporting
documentation.

23 FSSA - WEFMS View Attachment Details APPLY NOW - 2000095808 - Microsoft Internet Explorer provided by F55A - State of Indiana =1 x|

Fle Edt View Favorbes Tools  Help |"'I»

eBack = \Q = @ @ ,_h | /_} Search \;1? Favorites e}‘ [‘—’:' :;« ] - J ﬁ % ‘3

Address @ https:/j5990atap0l.iem local: 11213{HCSSApplicationjen_US/EMStandardCaseDocument_viswAttachmentPags, do?concernRolelD=900266254 7 &eommunical tionID=3002725 ¥ | Go | Links *

Document Type: Eligibility Support Documents
Interactive SEC Interview
Guide

APPLY NOW

Document Name:

INTERACTIVE SEC
INTERVIEW GUIDE doc

Clignt/Case Name: Attachment Name:

Delivery Method:  Attached File Date:
Language: English Status: Received

Attachment Comments

Comments:

[__Edit ) [ Delink & Search Case | (Delink & Search Persen | [ Delink | [ Close |

H
|&] pone ,_,_,_,_E D Internet
sttart| IBM Rational Portfalio Ma... | £ FS5A - WEMS View Att... 8] Work Instructions - SEC .., | \E‘] Ty A=) O @ si1e P

Clicking on Close will take the user back to the Documents page.

10.

Review the budget recommendation BAIS 0005B (Assistance to Residents in County
Homes/Room and Board Assistance Budget and Recommendation) for accuracy. If
accurate and applicant is eligible for ARCH the SEC will authorize Medicaid coverage
(MA 5, 6 or 7) on AEWAA in the Medicaid enrollment case. SEC will then Save a
copy of the BAIS 0005B to your desktop. The SEC will then modify the saved BAIS
0005B by typing their name in the caseworker signature field followed by their
position title of “SEC” and entering the date in the date field to authorize the
recommendation if accurate. * For redeterminationsin which ARCH €ligibility
continues, the Medicaid enrollment case does not need to be updated. For

redeter minations in which ARCH dligibility fails, the SEC will close the Medicaid on
AEWAA in the Medicaid enrollment case.

REFER TO CREATING AN ATTACHMENT FROM THE FILE SERVER WORK
INSTRUCTIONS Volume 7 Section 3.11.3.12, Steps 1 - 12 to reattach the modified
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Step

State Review and Eligibility Deter mination (Assistance to Residents of County
Homes)

BAIS 0005B from their desktop to the Case in WFMS.
If the action isincorrect, go to Step 14 to return the case to ACS.

11.

SEC will review for accuracy and save a copy of the following documents, to their
desktops; the W-9 and application. * For redeterminations this Step is not applicable.

12.

SEC will document the action in both ICES and WFM S Case Notes.

13.

SEC will send the ARCH application, BAIS 0005B and W-9 from their desktop via
email to FSSA.RCAP@fssa.IN.gov. Subject line of the email should be, “ARCH
Application Packet.” *For redeterminations the SEC will send the BAIS0005B via
email to FSSA.RCAP@fssa.IN.gov. Subject line of the email should be “ ARCH
Redetermination” .

14.

Returning casesto ACS

Document the reason in WFM S Case Notes.

From the Case Home page click Tasks from the Left Navigation

Click Create Task. The WFM S will navigate to the Select Task Type Page.

Using the drop down under the Task Details cluster, select Returned by State as the
Task Type. Click Save. The WFM S will create the task and navigate back to the
Tasks Page.

YV VY

15.

Click Home in the upper right corner.

The WFM S will navigate to the User Home Page.

16.

Click onthe Task ID for the State Review and Eligibility Deter mination task with an
Open Status.

The WFM S will navigate to the Task Home.

17.

Click on Close Task on Task Home page.
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Step

State Review and Eligibility Deter mination (Assistance to Residents of County
Homes)

File Edit Wiew Favortes  Tools  Help

eBack - @ - B @ \Q | pSearch *Favomtes a

Address IE https: fis990atap!

Rraw- JEFR

iem. local: 11213/HCSSAp nfen_LUSiTaskManagement _taskHomePage, do?taskID=200007 14258 _ o3rpu=F354_lser_homePage.do

Task Home Help |

Close Task Forward Task Un-Park

Q Graphical ¥iew Park Task Un-Reserve

Subject
1036 - State Review and Eligibility Determination - ADCR #01, FS #01, Ma C #01, Ma ¥ #01

Task ID: 9000071428 Status. Parked
Priority:  High Deadline; 2/20/2008 18:00
Reserved By: Deb Crosby Last Assigned: 272372008 10:01
Time wWaorked: 00:00 Park Deadline; 2/28/2008 08; 15
Primary Action Supporting Information

Case Home Page

Task Instructions

Review the action, and authorize the case or return the case to ACS for clarification/correction.
Task parked,

=]
|a Done lililililg # Internet
Qstart|_ () IBM Rational Portfolio ... ||@ FSSA - WFMS Task H... ] Werk Instructions - SE... |_@ FS5A - WFMS FS5A 5. | 4 urtitled - Paint | Oty Am 5 @ 2:30Fm
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4.0 State Review and Eligibility Determination (Burial)

Step State Review and Eligibility Determination (Burial)

1 From the User Home Page, under the My Tasks cluster, view the Task Subject and
click on the Task ID.
1036 - State Review and Eligibility

9000071428 APPLY WOYW — Determination - ADCR #01, FS #01, MA C  Parked High
#01, Ma ¥ #01

2/20/2008
18:00

The WFM S will navigate to the Task Home.

2. View the Primary Action and Task Instructions on the Task Home page.

Primary Action

Task Instructions

Task Instructions; Review the action, and authorize the case or return the caseto ACS
for clarification/correction.

3. Click on Application Page link under Supporting | nformation.

Supporting Information

[Case Home Page j

The WFM S will navigate to the Application Page.

4. Review WFMS Case Notes by clicking on Notes from the Left Navigation.
* Additionally, need to review ICES CLRC.
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Step

State Review and Eligibility Determination (Burial)

The WFM S will navigate to the Notes Page.

Click on View to view the notes.

Click on Home on the Left Navigation to return to the Application Home page.

From the Application Home Page, click Documents from the Left Navigation.

The WFM S will navigate to the Documents Page.

From the Documents page click view to see the document’ s details.

a FSSA - WFMS Documents: SAHANA SMITH - 3000371983 - Microsoft Internet Explorer provided by FSSA - State of Indiana | (& [5[
File Edit Wiew Favortes Tools Help | #

eBack - @ - B @ \;{h|p5earch *Favomtes &) EB' ; ] - i % 33

0037 19838__03r|

Documents: SAHANA SMITH - 3000371983 Help |

[Search Non-Indexed Documents | [ Attach Document | [ Delink & Search Case | [ Delink & Search Person | [ Delink_|

o] Dntumeni‘s

Qiftemhbets, To Yiew additional document detail or Edit the document detail, click on the Yiew or Edit link,
O Addresses.

O Phone Numbers: To Delink documents from this list and Attach the documents to another case or person, check the appropriate box
ig Yerification (es); then select the Delink 8 Search Case or Delink & Search Person button.
t .
lection To Delink the documents only, select Delink.
t
Mote: To select all documents in this list, check the top box {next to Action).

Document Related Case

Action Document Type Name Client Beceipt Date Status D
O Correspondence. M view|Edit Sl Landlord HOHML 10/9/2007 Received 3000371083
: Expenses Statement SMITH
O Notes I
; e : Eolicy
O Asset/Trust Rey
o f‘_’ Sl I view|Edit ':E'r'fﬂ"; SUPPET Intgrpretation ShEEE 10/9/2007  PReceived 2000371993
] _an._auut_!tecuverv. Request I
itk Application and  Report Of —
|m| Wiew | Edit Redetermination Change SMITH 10/9/2007 Received 20003719383
Farms English e

[ Search Non-Indexed Documents | [ Attach Document | [ Delink & Search Case | [ Delink & Search Person | [ Delink |

recent items

H
|a Done lililililg # Internet
@start| (Z) M Rational Partfoia Ma... | [ ] F55a - WFMS Docume... 3] tork Instructions - SEC ... | £ F55A - WFMS FasA supe... LML R

Within the View Document Details screen click the document name hyperlink to view
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Step

State Review and Eligibility Determination (Burial)

the “Application and Claim for Funds to Defray Burial Costs for Medicaid Aged, Blind
and Disabled Recipients’; and all supporting documentation.

/3 FSSA - WFMS Yiew Attachment Details APPLY NOW - 2000095808 - Microsoft Internet Explorer provided by FSSA - State of Indiana =181 x]

File Edit View Favortes Tools Help |.a$

@e=k - ) - =] [2] :’:j|}::jSearch 5 Favartes 2) - :‘F AR < B 8 4

Address IE https:,fisQQDatapDI.\em‘localz11213J‘HCSSApDlication,l’en_US,l’EMStandardcaseDDcument_viewAttachmentPaga‘do?concemRolaID=900266254?&communicationlD=900272§j Go | Links >

Document Type: Eligibility Support Documents
Interactive SEC Interview
Guide

. . APPLY MOW . INTERACTIVE SEC
Client/Case Name: Attashment NSMe: 1 ropy1ew GUIDE.doc

Document Name;

Delivery Method;, attached File Date:
Language: English Status: Received

Attachment Comments

Comments:

[__Edit__][Delink & Search Case | [ Delink & Search Person | [ Delink_| [ Close |

=]
|@ Done lililililg # Internet
mstart| (2l IBM Rational Portfalio Ma... | & FSSA - WEMS View Att.. 5] work Instructions - SEC ... | \E} oy B2 w2 [n/{@ e:16 P

Clicking on Close will take the user back to the Documents page.

10.

The SEC will obtain from ACS the original claim form.

11.

The SEC will review ICES to determine if payment of the claim is appropriate and
authorize the claim or return the caseto ACS.

12.

Returning casesto ACS

Document the reason in WFM S Case Notes.

From the Documents page click Tasks from the Left Navigation

Click Create Task. The WFM S will navigate to the Select Task Type Page.

Using the drop down under the Task Details cluster, select Returned by State as the
Task Type. Click Save. The WFM S will create the task and navigate back to the
Tasks Page.

YV VYV

13.

If correct, the SEC will modify the original claim form by adding their title, signature
and date.

14.

The SEC or SEM will mail the modified original claim form to Financial Management
(P.O. Box 28, Indianapolis, Indiana 46206-0028) and fax a copy to the Document
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Step

State Review and Eligibility Determination (Burial)

Center as Image Only.

15.

Click Home in the upper right corner.

The WFM S will navigate to the User Home Page.

16.

Click onthe Task ID for the State Review and Eligibility Determination (Burial)
task with an Open Status.

The WFM S will navigate to the Task Home.

17.

Click on Close Task on Task Home page.

a FSSA - WFMS Task Home - Microsoft Internet Explorer provided by FSSA - State of Indiana = |5|
File Edit Wiew Favorites Tools  Help | ;ﬁ’
r ] , & = X - —
OO x) @ B s e @0 2 0 - A BB
Address IE https:fi=@a0atap0l.iem local: 1121 3/HCSSApplicationfen_US/TaskManagement _taskHomePage dottaskID=00000714258_ o3rpu=F554_User_homePage.do j '-) Go | Links >

Task Home Help |

Close Task Forward Task Un-Park
Park Task Un-Reserve

Subject

1036 - State Review and Eligibility Determination - ADCR #01, FS #01, Ma C #01, Ma ¥ #01

SSCHI KUK Task ID: 8000071428 Status, Parked
. Priority: High peadline: 2/20/2008 18:00
Reserved By: Deb Crosby Last Assigned: 272372008 10:01
Time Waorked: 00:00 Park Deadline; 2/28/2008 08;15

Primary Action Supporting Information

Case Home Page

Task Instructions

Review the action, and authorize the case or return the case to ACS for clarification/correction.
Task parked,

=]
|@ Done lililililg # Internet
E}start| (2l IBM Rational Portfolia ... ||@ FSSA - WFMS Task H... 9] Wark Instructions - SE... | | FS5A - WFMS FS5A 5u... | 4 urtitled - Paint | \E] Ty A3 w2 (@ 930 P
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